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This document will cover how to enter Foster Parent Shared Leave – Hours Received in Leave Tracker. 

1. In Leave Tracker, select the correct employee from your Keepee menu 

 

                    

2. Select the “Properties” icon 

 

 
 

 

3. Click on “Transfers” tab 
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4. Click on “Add New Entry” under “Foster Parent Shared Leave – Received” 
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5. Enter:  

# of hours received 

Date approved 

A reason for the change 
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6. Click “Save Changes”. 

 


